INSTRUCTIONS FOR ENTERING STAFF AND TEACHER E-MAILS INTO INFINITE CAMPUS 01/12

The Continuous Instructional Improvement Technology System (CIITS) is accessible with a valid
kyschools.us or ky.gov e-mail address; this is the User ID to access the CITS system. The e-mail
address must be set up correctly in Infinite Campus (IC) for the User ID to be created in CIITS.
Users can verify their e-mail address in IC through the Census, Personal Contact Information.
If the e-mail address is not correctly set up in IC, the instructions below are provided to help
with that set-up.

There are two options available for setting up e-mail addresses.

OrTION 1: The IC system administrator updates the e-mails for the district.

Step 1 —Log into IC and go to search, and then search for a staff member.

J Yﬂﬂr School NOTE: For smaller districts, a
Index Help | simple search on staff members
Search for a: may be the quickest way to
|stafr - | update staff e-mails.

Ilast name, first name | Go I

Advanced Search ==

Step 2 — Update the e-mail address on the demographics screen. Once the staff member has
been located, follow this path:

Path: Index | Census |People | Demographics |Personal Contact Information

Personal Contact Information
Other Phone Private Work Phone

(555 [f555 |]5555 |« r d i A x r

Cell Phone Private Pager
deds fass Jaass o / i i x r
Email

Isnu:lx-.-.x-.-h'rte@edu::ﬂtiun.ky.gu'.f -
Preferred Language

en_us: US English |

Commentz

I —

Office of Knowledge, Information and Data Systems (KIDS) Page 1




INSTRUCTIONS FOR ENTERING STAFF AND TEACHER E-MAILS INTO INFINITE CAMPUS 01/12

OPTION 2: Each staff member/teacher updates their e-mail through the ‘My Data’ feature in IC.

Individual tool rights exist for each ‘My Data’ tab. Tool rights control which of these areas are
available for users to see, review and/or request changes to. The System Administrator controls

these rights and approves all requests.

Step 1: Go to user tool rights and select ‘My Data’ tool rights.

User Account | User Groups | Tool Rights I Calendar Rights | Access Log |

E Save

User Tool Rights
RWAD
O O rittany_ampig account
] =¥ Student Information
@"IERSDN HISTORY
[#1-E5 Instruction

@ My Data

3 My Demographics
-3 My Az=ignmentz
- My Employment
-3 My Credentialz
-3 My Household/Address
- My Courzes
5 My Requestz

NOTE: The system administrator
only needs to give read, write -
rights to the ‘My Demographics’
portion of ‘My Data’, unless

otherwise appropriate.

I HEGUEST PTOCESE0T
[+ People

ﬁ Householdz

- Addresses

- add Person

-y Add Household

For all My Data tabs, users can be assigned the following rights:

Tool Right Description

R(ead) Allows users to view existing information for themselves but not request updates (see Image 3).
Wirite) Allows users to view existing information for themselves and request updates (see Image 4).
Aldd) These tool rights are not necessary for the My Data toolset.

Dielete)
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INSTRUCTIONS FOR ENTERING STAFF AND TEACHER E-MAILS INTO INFINITE CAMPUS 01/12

Step 2: Staff member/teacher updates their individual e-mail address

PATH: Census | My Data

1. Create a Dgrap A5 5ig 1y Employment | My Credentials | My Household/Address | My:
seIectin Person Information
g ZEReadOnl Create an uj e request to chal datal
’Request PerzoniD 1
. *Last Name *First Name Widdle Name Suffix
DemOgraphIC Adminiztrator ||Sy3tsm1 || |
§] pd ate' *Gendar Birth Date Soc Sec Number
Male |+ .
Race/Ethnicity (Edf) Mo Image Available
State Race/Ethnicity:
Federal De=ignation: No Data
Race(s):
Hizpanic/Latino: No Data
Race/Ethnicity Determination:
Birth Country
w
Date Entered US Date Entered US School
MN Start Date  Birth Verification
w
Mickname
2. Enter a brief My Demographics I My Assignments I My Employment I My Credentials I My Household/ Address
description and &l save Request
the type of Demographic - New Record Request
update, and then Brief Description  |Jpdate email address e Status:
scroll to the *Update Type
bottom of the
@) | am adding or correcting my information.
page.
_! My legal name has changed.
. Perzonal Contact Information
3. Enter the e-mail Other Phone Private Waork Phone
zss yfss5 Issss r
address and then d iess | s d L s
Cell Phone Pager
click ‘Save Request’ (444 jaas Jaass d 4 4
Email
on the top left. |snuw.white@_educaﬁun.ky.guv r
Preferred Language
[en_us: US English |
Comments
I -l

NOTE: Updated information will be in pending status until approved by the system administrator.
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INSTRUCTIONS FOR ENTERING STAFF AND TEACHER E-MAILS INTO INFINITE CAMPUS 01/12

Step 3: System Administrator logs into Infinite Campus and approves each request

Path: Index | Census | Staff Request Processor

The approved staff member (System Administrator) at the district reviews the request and

approves, or denies, as necessary. A record must be selected before an option for updating the
information will appear.

%Stal’f Request Processor |
= summary Report (6] Request List Fiter

User Request List Brief Description email update
=[] Demographic Requested By
=B Administrator, System Status Pending

[ 08112/2011 14:48 Pending (email) o ced
[E€08/1212011 14:47 Pending (email updz (KRGSt

[+ 08115/2011 16:24 Pending (Update em| comments |
[ 0&/s/2011 16:32 Pending (Email upda =

Request Detail (Update record)

Field Original Value Change Request
Gender u W
Birth Country 2310:United States
Email leigh. welchi@educatioin. ky. gov
Preferred Language en_US:US English

Verify the value chosen in the request is correct

@) Qverwrite the existing Demographics Data: The requester chose, "l am adding or correcting my information.”

(") Create a New Identity: The reguester chose, "My legal name has changed.
I

+ Click to show the rest of the fields

Once approved, the update will be apparent in the staff members personal contact information under
the demographics tab.
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